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Travel Card Program 
 

Creating a Password 
 
To access the Works Workflow application, a Program Administrator must add you as a user and assign you a username.  Once you have been added to the 

system, a welcome email will automatically be sent to your email address that includes your username and information on how to set up your password. 

 
Follow the instructions in the email. 
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¶ Click the first link in the email message. 

¶ Enter your username and click OK as shown in the email. 

¶ Create a password (must be eight characters, can be any combination of letters or numbers, and is case sensitive). 

¶ Click the arrow in the Question field and select the desired security validation question(s). 

¶ In the Answer field, answer the question(s) you specified in the previous step, then enter the same answer in the Confirm field. 

¶ Click Ok.  The Home Page will display. 

Note: If your username is not working, your Program Administrator can send you an automated email reminding you of your username.  If  you forget 

your password, click the appropriate link in the Login page.  ñForgot Your Passwordò displays and prompts you to enter your user name. After 

entering username and clicking Submit, the system will send you an email with instructions on how to create a new password.  If you do not know 

your security validation answer(s), your Program Administrator can reset your password, which enables you to select new security validation 

question(s) and answer(s). 

 
IMPORTANT:  After clicking the link included in the email and setting a password, DO NOT attempt to access the Works application by using that 

link again.  After initial use the link is rendered inactive. 

 
Follow the steps below under USER LOGIN to now access the Works application. 

 

Note:  Logon Name and Password are case sensitive.  You must enter your Logon Name with a capital P. 
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User Login 
 

PRODUCTION SITE:   https://payment2.works.com/works/ 
 

Once the user enters the WORKS system, the log-in screen will appear as shown below. User will log in using information provided in Works Welcome email. 
 

https://payment2.works.com/works/
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Allocating Transactions 
 
¶ Accountholders will only be able to view and allocate their transactions. 

¶ Approvers will only be able to view and/or allocate the Accountholderôs transactions for which they have been set up to approve. 

¶ Accountants will be able to view and allocate all Accountholdersô transactions after the transactions have been swept. 

¶ Program Administrators will not be able allocate any transactions. 
 

Allocating a Single Transaction 
 

Below is a snapshot of the ñHomeò screen. This is the first screen the user will see once logged in. This will identify any pending transactions 

which need to be allocated. 

 
Select Pending as shown below. NOTE: If  Pending Tr ansactions do not display on the Home page, click Expenses >Transactions 

>Accountholder  or  Approver . The Pending Transaction screen will  display.  Click the desired Document number. 
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Select Al locate/Edit from drop-down menu. 
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The screen below appears. 
 

 
 

Enter codes in the following fields to identify how the segment will  be allocated. 

¶ GL01: Fund/Agency/Organization 

¶ GL02: Activity  

¶ GL03: Object 

¶ GL04: Sub-Object (Unrestricted) 

¶ GL05: Agency/Reporting Category 

Note: Click on the field box to select a code from the allocation pick list.  All fields will have a pick list except GL04: Sub-Object. 
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Click Save and then Close. 
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The screen below appears after you have saved and closed the transaction. The first transaction has been completely allocated.  Three green 

checkmarks are in the Comp/Val/Auth field. This same process must be completed on each transaction or you can allocate mass transactions. 
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Allocating Mass Transactions 
 

On the Home page, click Pending in the action field. Select the check box for desired Documents, then click Mass Allocate from action buttons. 
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The screen below appears. 

 
 

Enter codes in the following fields to identify how the segment will  be allocated. 

¶ GL01: Fund/Agency/Organization 

¶ GL02: Activity  

¶ GL03: Object 

¶ GL04: Sub-Object 

¶ GL05: Agency/Reporting Category 








































































































